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RMS - Editing Postings

When editing postings in the upgraded RMS (PeopleAdmin 7), it is important to ensure that the posting is
correctly “re-posted” to the RMS once the edits are completed. The steps below outline the process for
editing and “re-posting” a job posting.

Note: When editing and “re-posting” job postings, the changes will immediately be effective in the
upgraded RMS (PeopleAdmin 7). However, changes to job postings will appear in the postings that are
aggregated in the HUB the following day. So, if edits are made at noon on Tuesday, the edits will appear
immediately in the upgraded RMS and will appear on Wednesday in the HUB.

For a reminder of what the HUB is and how it works, click here.

Step 1: Editing A Job Posting

To edit a job posting, pull up the job posting from the Postings (Main) tab at the top of the screen. When
the posting is open, select Edit next to the posting job title to edit the entire posting or select Edit at each
posting section to edit that specific posting section.
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Please review the details of the posting carefully before continuing.

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” butten. You may add a Comment to the posting and
also add this pesting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit. If a section has an
orange icon with an exclamation point, you will need to review this section and make necessary corrections before moving to the next step in the workflow
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Then, make the necessary changes in the appropriate posting fields.
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When the changes have been made, select SAVE to save the changes. Then, select SUMMARY on the
left-hand menu to view the updated posting.
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Step 2: “Re-Posting” An Edited Job Posting

Once the posting has been edited, you will need to “re-post” the posting to ensure the changes are visible
to applicants. From the TAKE ACTION ON POSTING drop down menu on the right, select PUBLISH
CHANGES FOR THIS POSTING TO THE APPLICANT PORTAL.
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Then, select SUBMIT.

Now, the edits will be visible to applicants on the upgraded RMS (PeopleAdmin 7) site. However,
remember that the edits will not be visible on the HUB until the next day.
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